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M LPERSMAN 1050- 100
LEAVE:  CHECK- | N CHECK- QUT PROCEDURES
Responsi bl e | CNO (N13) Phone: DSN 225- 3304
Ofice COM| (703) 695-3304
FAX| (703) 695-3311

Gover ni ng

Directives DFAS- DOMS Procedure Training Guide (DFAS PTG

1. Pol i cy

a. Commandi ng officers are authorized to permt nenbers
departing on and returning from |l eave to conpl ete the check-out
and check-in procedure by tel ephone.

b. Al nenbers shall be cautioned that they nust be in the
i mredi at e geographic area of their duty station (as defined by
the | ocal command) upon comrencenent and term nation of |eave by
t el ephone.

c. Permssion to check-out and check-in is authorized as a
per sonal conveni ence of the nenber and shall not be used as a
nmeans of extending the period of absence chargeabl e as | eave.

2. Processing Leave Authorization Part 1. Wen such tel ephone
procedures are authorized, each nmenber shall conplete the
foll ow ng actions:

a. Pick up Part 1 of the |eave authorization prior to
commencenent of | eave.

b. Enter the tine and date of commencenent and term nation
of leave in the appropriate space and sign the entry i mredi ately
after placing each tel ephone call.

c. Deliver Part 1 to the personnel officer, or other
designated officer, at the commencenent of the next regul ar
wor ki ng day subsequent to term nation of | eave.



1050- 100
22 Aug 2002
Page 2 of 2

3. Processing Leave Authorization Part 2. After the nenber has
commenced | eave by tel ephone,

a. record the hour and date of departure;

b. the nenber designated to perform such duties, properly
sign Part 2; and

c. distribute the remaining copies as directed in DFAS-PTG

4. Commandi ng O ficer Responsibility and Authority

a. The commanding officer, and in the case of activities
served by a Personnel Support Activity Detachnent (PSD), the
cust onmer command commandi ng officer, is responsible for proper
conpliance with | eave policy and regul ati ons.

b. This procedure will both

(1) release the PSD fromthe burden of investigating
sone other than standard | eave check-in and check-out tines, and

(2) continue the authority of the commanding officer to
adj ust | eave check-in and check-out tinmes so that nenbers
wor ki ng weekend shifts or other than “normal” working hours may
begin |l eave on their liberty days or at the end of their
wor kday.
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